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POLICY AND PROCEDURES

Fargo-Moorhead Chapter of the American Society for Training & Development

The purpose of this document is to create a record of the policies and procedures of the Chapter in order to ensure consistency in our practices from year to year and to facilitate orderly transitions.  Policies contained in this document may be changed by a vote by the board.  The constitution may be amended according to the stated procedure.  This document is not an exhaustive list but is meant to be a foundation for Boards to use in the conduct of their business.  It is our hope that each Board will add their policies and pass them along to the next Board.

Introduction

Welcome to the FMASTD Board of Directors! Your role as a Board member is an important one and there is a lot of information you need to know or access.  This handbook is designed to familiarize you with your responsibilities as a Board member and serve as a reference during your term on the Board.

Expectations of Board

Board members create success through their individual and their collective contributions.  Board members are expected to comply with the FMASTD Code of Ethics and Guidelines for Behavior and the ASTD (National) Code of Ethics. 

Collective Expectation of Board Members

As a group, the Board is responsible for:

· Establishing a vision and strategic direction for the organization

· Managing financial resources

· Ensuring legal and ethical operation of the organization

· Evaluating the effectiveness of the Board

Expectations of All Individual Board Members

The following are expectation for all individual Board members: 

· Current membership in National ASTD & FMASTD

· Board members with committee or project responsibilities are required to submit a plan with stated goals for Board approval.  

· Each member is required to give a status report to the Board.

· Make every reasonable effort to attend each board and monthly meeting.

· Submit and manage an annual budget for area of responsibility.

· Maintain and update records relevant to position for benefit of successor.

· Before end of Board term, recommend at least two potential candidates for the position.

· Train successor in duties for the position during transition period prior to successor’s term of office.

· Participate in and support sound group processes.

· Adhere to the Rules for National Leaders.

· Contact one other ASTD chapter in order to benchmark and seek best practices

· Utilize National ASTD web site for new ideas 

· In the event that a board member does not attend two board meetings in a row, the Board of Directors will review the position and determine future action (which may include terminating the board member’s position).

Quorum
Roberts Rules mandates that a quorum (50% plus one) of the Board be present to conduct any business.   If a member (s) leaves a meeting reducing the number below a quorum no further business requiring a vote may be conducted.  Proxy voting is not allowed because a member not present to hear a full discussion cannot make an informed decision.

Decision Making

The constitution is designed to give the decision making power to the Board of Directors.  The Board determines all Chapter policy decisions and councils the President in the conduct of the office.  The President or any Board member may make recommendations for changes in policy.  The President may make decisions without Board approval only when they are consistent with already existing policies.  Functioning as Chief Executive Officer, it is the President’s duty to carry out decisions of the Board.

Disciplinary Action

The constitution gives power to the Board to take disciplinary action against any Board member when there is just cause for such action.  The President may bring this recommendation to the Board in extreme cases.  There is a precedent for the Board removing a member from office and a precedent for removing a President from office.   The President is not empowered to take disciplinary action against a Board member without prior Board approval.

Agenda for the Board Meeting

The FM-ASTD Board generally meets 12 times each year.  The following format is used for all board meetings:

A. Chair recognizes the presence of a quorum and calls meeting to order 

B. Minutes of the last meeting are approved

C. The financial statement is approved

D. Committee Reports

E. Unfinished Business

F. New Business

G. Announcements

H. Adjournment

Meeting Ground Rules

To keep meetings productive and effective, the board annually establishes meeting ground rules and procedures no later than January of each year.  

· Meetings will be held monthly at a time convenient for the board. 

· Board members should prepare for meetings and arrive promptly 

· If a board member can't attend a meeting, s/he should notify the President 

· Board members should provide a status report at each board meeting 

· Agendas will be sent to board members two days prior to meetings 

· Every 3-4 months the board will review process issues to ensure good team focus and decision making 

· Decision making will be consensus whenever possible 

· Board members will not interrupt each other 

Board Transition Meeting

Typically there is a Board transition meeting that is held in the fall shortly after new Board members are elected.  It is intended to support the transition from the outgoing Board to the incoming Board.

Strategic Planning 

Every three years, the board prepares a Strategic Plan that will guide it through the upcoming years.  The board reviews and adjusts this plan annually.  The President is responsible for ensuring the plan gets reviewed and that annual objectives lead to accomplishment of the plan.  

Welcome New Member,

Welcome to the premier community of workplace learning and performance professionals in the Fargo-Moorhead area.  FM-ASTD keeps you informed, connected, inspired and will contribute to your professional growth and success.

Our mission is to provide quality programs, networking opportunities, and professional development opportunities to our members
New member orientation sessions are held semi-annually and are provided to familiarize you with FM-ASTD as well as national ASTD.  If you haven’t yet attended such a session, please do so, as you will be able to have your questions answered and gain in-depth information about our program and services.

In order to better serve you, we recommend the following:

· Keep your contact information current.  You can do this by emailing updates to me. Since almost all of our communications are through E-mail, we must have your current E-mail address.

· Keep current on the local chapter and national events by visiting our website at www.fm-astd.org . 

· Let us know how we’re doing and what we can do to improve our services and programs.  We’re here to serve you.  The Board Members At Large are elected to represent your interest.  Please contact any one of them with questions or suggestions.

An organization is only as good as its volunteers.  Opportunities for leadership and contributions to the chapter’s success abound.  Volunteers are needed for a variety of tasks.  We will be grateful for whatever amount of time you can contribute…one to two hours per month will make a significant difference.

There are two committees that need volunteers; Membership and Programming.  Please let me know how you would like to contribute your talents and time.  I’ll make sure a board member contacts you within the next couple of weeks.  You can also contact the appropriate board member directly (listed on www.fm-astd.org).  

The other board members and I look forward to meeting you at an upcoming ASTD meeting.  

Sincerely,

Vice President of Membership & Marketing

Chapter Products and Services 

The following is a listing of member products and services, in addition to monthly programming, provided by FM-ASTD.  Additional information about each product or service can be found in the indicated sections.  

Membership Directory 

The directory is published annually and includes an alphabetical listing of members and the following demographic items:  title, company, phone, email, professional expertise.

Nonmember Names

As a marketing effort, the names of nonmembers who attended Chapter meetings or events or who requested information are added to the FM-ASTD mailing list.  

Position Referral Service 

As a professional development service, members may announce position openings/positions wanted at the monthly meeting. 

New Member Packet 

Every new member receives a new member information and orientation packet.  This packet includes information about the Chapter, the Chapter Constitution and bylaws, and a membership directory. 

New Member Orientation 

The Chapter holds at least an annual new member orientation for new and prospective members.  This meeting is generally held in conjunction with a general Chapter meeting and gives an overview of ASTD and its functions. 

FM- ASTD Code of Ethics and Guidelines for Behavior

Membership in FM-ASTD carries with it a responsibility to be aware of the importance of ethical conduct.

As members of FM-ASTD, we shall:

· Refrain from using FM-ASTD’s name to market, promote or in any way encourage the sales of our own products or services.

· Use networking during Chapter sponsored activities as a method of meeting other training professionals who share our common interests.

· Use the appropriate services provided to independent consultants to market our services. 

· Refrain from taking part in any transaction in which our own interests may conflict with the best interests of the chapter and its members.

· Adhere to the ASTD code of Ethics and Rules of Behavior for National Members.

Committees 

The Chapter uses committees (each reporting to a board member) in order to operate more effectively and provide leadership opportunities to its members.  The Chapter encourages as many members as possible to volunteer.  This allows all members to contribute to their Chapter and it prevents "volunteer burnout."  Committees should meet at least four times per year.  

All committee chairs assume their responsibilities on January 1.  Reappointment to successive terms is allowed.  Committee chairs will determine each committee member's term of office as is appropriate for their committees.  

Ad Hoc Committees 

The President, with board approval, may establish ad hoc committees or task forces for specific duties other than those of official committees.  Such committees may plan and coordinate programs to meet the special interests of members such as Roundtable Discussion Groups, Special Interest Groups, Speakers Bureau, etc.  


Official Committees 

Each board member is responsible for recruiting committee members and appointing a committee chairperson, if needed.  The following are the permanent standing Chapter committees, their areas of responsibility, and the board member to whom they report:  

Membership Committee  

(reporting to the Vice President of Marketing & Membership) Responsibilities include recruitment, member retention, member database and records, meeting hospitality, new member welcome packets, and new member orientation.  

· Create New Member Materials 

· Create Promotion Activities for Recruitment and Renewals

· Call Prospects & Share Info on ASTD

· Contact members 3 months prior to their membership renewal date

· Plan and deliver orientation for new members

· Call New Members, welcome them

· Create Membership Directory

Program Committee 
(reporting to the Vice President of Programming)

Responsibilities include monthly programming, facilities, registration, and marketing in coordination with the Communications Committee, evaluation, and the program calendar.  

· Send content of programming announcements for Members

· Contact Potential Speakers

· Locate Facilities for Monthly Meetings

· Develop Programs/handouts/communications with Speakers

· Coordinate staffing of a registration table at all events

Communications Committee 
(reporting to the Vice President of Communications)  
Responsibilities include press releases, monthly communications for members, special announcements and chapter newsletter.  

· Create and maintain chapter brochure and board handbook

· Ensuring regular chapter announcements in the local media

· Monthly email to members about upcoming programming

· Promote ASTD via Materials sent to News Media, PR Wire etc

· Design Promotional Materials for ASTD

Communications

The Chapter strives to inform members, prospective members, and the community of the resources available through Chapter services, programs, and activities.  By providing access to information from National sources, the committee also promotes a greater awareness of ASTD. 

Committee

The VP of Communications chairs the Communications Committee.

Chapter Brochure 

This brochure serves as the Chapter's informational/marketing piece.  Included in the brochure are: Chapter name and address, description of the organization, and the benefits of membership to the individual.  
News Releases 

New Board - In December, the Vice President of Communications announces the election of the new Board of Directors in as many of the following: Fargo Forum, Chamber of Commerce newsletter.

Schedule Events - The press liaison announces scheduled events in the business calendar section of the Fargo Forum at least three weeks prior to the event.  

Professional Achievements - Chapter members are encouraged to inform the Vice President of Communications of such professional achievements as promotions and awards.  The Vice President then publicizes these accomplishments, both in a press release and in the newsletter.  

Chapter Achievement - Board members are encouraged to inform the Vice President of Communications of Chapter achievements.  The Vice President then publicizes these accomplishments, both in a press release and direct email to mailing list.  

Board Meeting Responsibilities 

1. Take accurate notes of board discussions, announcements, and decisions.  

2. Indicate needed follow-up actions, who is to do them, and by when.  

3. Record attendance.  

4. Collect relevant handouts of reports and proposals for yearly Chapter record of events.  

5. After the meeting, and not later than one week prior to the next meeting, type and distribute minutes.  

6. If unable to attend board meeting, contact a board member to ask assistance in taking Board meeting minutes.  Make arrangements to obtain the notes. 

Handbook 

The VP of Communications is responsible for updating the Chapter's handbook for distributing revised copies to board members.  

Newsletter

FUTURE:  The VP and committee is responsible for developing content and production/distribution of a electronic newsletter.
Newsletter

The FM-ASTD newsletter is sent to approximately X T&D professionals. 

Newsletter Production/Distribution Process 

1. Contributors send all items (articles, photos, camera-ready ads, flyers, etc.) to the newsletter Editor by the 20th of each month.  Articles should be typed, double-spaced, not to exceed two and a half pages.  Photos should accompany an article whenever possible.  Halftones or black and white photos are preferred.  

2. Editor edits articles for clarity and accuracy, and plans the page layout (see Editing Notes below).  

3. The Editor meets with the typesetter between the 1st and 7th of each month to give layout instructions.  At present, the newsletter is being typeset and printed by Advanced Office Support of Waunakee.  

4. The typeset copy is ready by the 8th of the month.  Within two days, the Editor instructs the typesetter to make changes as needed in the text and layout of the newsletter.  

5. By the xxth of the month, the membership database is updated to include new members.  Labels are printed by the Membership committee and forwarded to Advanced Office Support.  

6. By the 10th of the month, the completed camera-ready copy goes to the printer.  The printer calls when copies are ready for pickup.  


7. Around the 15th of the month, Tom picks up the newsletters at the printer (note: he may wish to continue to have the printer deliver them to him).  Tom's students insert the flyers, and then staple, label and sort the newsletters by zip code following bulk mail procedures.  Tom delivers the sorted newsletters to the main post office by the 20th of the month.  He delivers the balance of the available copies to the Vice President Communications/Editor-in-Chief.  

The Vice President of Communications/Editor-in-Chief forwards some copies of the newsletter to the Membership Committee.  For example, ten copies are needed by the 10th of each month to send to new members.  Fifteen copies are needed each month to send to the people who request Chapter information.  The editor keeps five copies in the Editor's files and mails five copies to the Chapter President.  The rest are distributed at the registration table at the monthly meeting.  ??????  

Nominating, Electing and Appointing Board Members

The date of the National Leadership Conference should be considered when developing the timeline for the election of officers:

· Board member should be elected approximate one month prior to this event to allow adequate time to register for the event and book a flight with a discounted airfare.  

	What Happens
	When
	Who

	Appoint a nominating committee
	
	Board

	Ask if Board members are interested in serving on the board again next year
	
	Past President

	Provide list of interested Board members to the leader of the nominating committee
	
	Past President

	Prepare list of current members with their daytime phone numbers who have:

· Have attended at least two FM-ASTD meetings in the past six months  

· Are active on board committees 

The list should indicate why each person is on the list
	
	Membership

	Give list to leader of the nominating committee
	
	Membership

	Make list of all the people who were on the ballot last year but who were not elected.
	
	Past President

	Contact prospective Board members and provide them with 

· National Application

· Appropriate job description

· Sample ballot statements

· Information about the Leadership Conference

· Date of Board transition meeting
	
	Committee

	Announce Name of nominees at September program meeting
	
	Committee

	Prepare online Survey
	
	Committee

	eMail link
	
	Committee

	Vote
	
	Committee

	ePostmark deadline for ballots
	
	

	Ballot counting
	
	Committee

	Notify the candidate of election results
	
	Committee

	Announce election results
	
	Committee


Finance 

As an elected board member, the VP of Finance has a number of responsibilities related to maintaining the Chapter's financial records.  
Maintain Supplies

· Copies of the tax-exempt form to show vendors that ASTD is exempt from paying taxes.  Make certain each board member carries a tax-exempt card as well 

· Expense forms 

· Cash bag with receipt pad and invoice pad 

Monthly Reports—Prepares a monthly Budget Analysis, Balance Sheet, and Revenue Statement for board meetings.  This shows year-to-date revenues and expenses and variations from budgeted amounts.  

Cash Processing

Receipts—Deposit all receipts into the appropriate accounts within 14 days of receipt and keep a record of the deposits in the balance sheet.  

Disbursements—The VP of Finance pays all bills within 14 days of receiving them and keeps a record of payments in the cash disbursement journal. 

Receivables—Keep track of "Outstanding Receivables" and follow up as necessary.  

Monthly Program Attendance—
Be present at all monthly programs or notifies another board member to act as financial representative for that event. Serve at the registration table to collect money.  

Expense Reimbursement 

1. All requests for expense reimbursement are submitted to the VP of Finance on an Expense Reimbursement form.  There will be no reimbursement without the expense form.

2. When the VP of Finance gets one of these requests, s/he checks for the following:  

3. There are receipts attached, no tax has been charged to ASTD, or a board member has signed the form and has allocated it to the appropriate function and account number.  

4. If ANY of these items are missing, the VP of Finance returns the request to the person who submitted it and the request will not be processed until the information is complete.  

5. In writing checks the VP of Finance will, in the checkbook file, indicate the budget account the check has been allocated to.  This helps him/her prepare the monthly budget reports for the board.  

6. The VP of Finance will record all transactions in the account spreadsheet. 

Deposits 

1. When the VP of Finance receives checks for deposit, s/he will credit the appropriate account.  

2. VP of Finance will also make a list of all check numbers, names, and amounts that are included in each deposit to maintain a good audit trail, to allow double checking, and to have the information readily available should a question arise.  

3. When filling out a deposit slip in the checkbook, the VP of Finance will identify which budget accounts get credit for the deposit.  This will help prepare the monthly budget reports for the board.  

4. When the VP of Finance receives a bulk of money (cash, checks, etc.) to deposit, s/he will verify the total amount received. 

Mail Handling Responsibilities

The Chapter maintains a post office box.  The address is FM-ASTD, P.O.Box 10261, Fargo, ND. 58106-0261 and is located at the Prairiewood South station.  The VP of Finance checks the box at least once each week and distributes the mail to the appropriate board member as soon as possible.  S/he checks the box more often just before any big events.

Members-at-Large

The elected Members-at-Large represent the interests of the general Chapter membership to the board.  Each Members-at-Large needs to pick one committee on which to serve.  By taking an active role on in a committee, the Members-at-Large have many opportunities to learn of the membership's interests/concerns.  In this capacity, the Members-at-Large play a key role in gathering information useful to the board in evaluating its member services.  In addition, the Members-at-Large provide members with information/referrals regarding Chapter operations.  

Member-At-Large on the Membership & Marketing Committee 

So that the Members-at-Large have opportunities to learn of the interests/concerns of new members, s/he is responsible for:  

1. Obtaining a list of new members provided by the Membership Committee.  

2. Contacting new members in a timely manner.  This contact may be the "official" welcome extended to the new member by the board.  

3. Referring new members to others in the Chapter.  Such a referral may be for the purpose of gaining additional Chapter information or to put a member in touch with a specific committee or special interest area.  In particular, the Members-at-Large should refer to the board and committee chairs those members who express an interest in volunteering. 

4. Maintaining a list of members who have not renewed.  The Membership Committee provides this list.  Each non-renewing member should be surveyed to determine the reason(s) s/he chose not to renew.  The results of this surveying process should be reported to the board on a regular basis. 

Member-At-Large on the Programming Committee 

So that the Members-at-Large have opportunities to learn of the interests/concerns of existing members, s/he is responsible for:  

1. Developing/implementing a process to evaluate members' satisfaction with Chapter programs.    

2. Ensuring that new members are made to feel welcome at all Chapter events.  This may involve personally welcoming each new member, asking board members to assist in welcoming new members, working with the VP of Programs to give new members time to introduce themselves before or after the program, developing/conducting structured networking activities during the social time prior to the meeting, etc.  

3. Reporting interests and concerns of existing members to the board.  

Member-At-Large – Past President

The past president is responsible for initiating and chairing the election committee.  Details of the responsibilities are outlined in the Elections document. 

Membership & Marketing

The Vice President of Marketing & Membership has a number of responsibilities related to maintaining member records, promoting local membership, and retaining existing members. 

The VP of Membership & Marketing will develop marketing plans and include those in the chapter’s annual plan.  The position is responsible for the following: representing FM-ASTD at the Chamber of Commerce Business After Hours; Using the Chamber of Commerce resources to their full extent to promote FM-ASTD; developing relationships within the community which promote the organization and assisting the other VP’s with marketing upon request.

In addition, the VP of Membership chairs a Membership & Marketing Committee.  A Member-at-Large is assigned to this committee.  Another responsibility is to survey existing members to assess their satisfaction with Chapter services/programs in an effort to promote membership retention.  

Monthly Board Report

· Current membership numbers

· Membership changes

· All guest and prospective member contacts 

· Committee report

· Marketing efforts – ongoing and previous month

Membership Recruitment 

The Chapter takes all measures possible to promote membership.  Membership recruitment drives are scheduled at a minimum of once per year.  For example, brochures may be sent with a cover letter to local organizations that are under-represented in the Chapter.  Also, existing members may be provided with a "recruiting kit" and asked to recruit colleagues to join the Chapter.  Specific recruiting efforts are proposed by the Vice President-Membership & Marketing as part of his/her annual objectives and incorporated into the overall board objectives. 
Membership Applications 

1. Monitor supply of applications.  If running low, have new ones reprinted.  

2. Be sure applications are available at all Chapter functions with current recruiter name and correct membership fee information.  

3. Supply board members with applications.  

New Members

Processing New Applications (Those Joining through the Chapter) 

1. Within two weeks of receiving application, send each new member a packet containing:  

· Welcome letter from Vice President-Membership 

· Monthly meeting schedule 

· National application if requested 

· Chapter directory 

· Chapter Handbook

· Membership Certificate

2. Add member information to the database.  

3. On a monthly basis, provide list of new members to the board so that a welcome call can be made.  These calls may be made by the board or delegated to the Member-at-Large.  

New Member Orientation:  The Vice President of Membership & Marketing is responsible for 

planning and organizing an orientation program at least semi-annually.  

New Member Packets:  The Membership Committee is responsible for organizing and distributing the packets. 

Current Members

Changes for Current Members 

1. Demographic changes for members are forwarded to the VP of Membership & Marketing.

2. The VP will update the member directory and database.  

Renewal Notices:   The VP of Membership & Marketing will send renewal 

notices/applications 60 days prior to the membership expiration date.  The Member-

at-Large will follow up 30 days prior to the membership expiration date.

Members Not Renewing 

1. Send names to Member-at-Large for exit survey.  

2. Remove member information from the directory.  

3. Move the member information to the former member list.

Membership Retention : 
Efforts are taken to maintain a high percentage of renewing  members.  For example, members may be called prior to their renewal date to assess their level of satisfaction with Chapter services and programs.  Specific activities aimed at promoting a high renewal rate are proposed by the Vice President of Membership as part of his/her annual objectives and incorporate into the overall board objective.  

Prospective Members / Contacts

Requests for Membership Information : 
The Chapter frequently receives calls from prospective ASTD members requesting additional information.  Inquires will be forwarded to the VP of Marketing & Membership.

The following information should be sent to prospective ASTD members:  

· Local Chapter application 

· List of the next 3 programs

· Invitation to join the Chapter written by the a Member-at-Large 

· Monthly meeting schedule 

· Chapter description 

Keeping Records of Prospective ASTD Members : 
To keep an accurate record of prospective ASTD members, the following procedures should be followed:  

· Collect the prospective member's name, address, phone number, occupation, and date they requested information. 

· Forward this information to Member-at-Large assigned to the Membership Committee.

· The VP of M&M will report all new contacts to the Board.

Monthly Programs

Meeting Hospitality and Registration : The Membership Committee must staff the 

membership table at every monthly Chapter meeting.  The following procedures 

should be followed:  

1. Display membership information and applications. 

2. Display Chapter information (plaques, awards, etc.).  

3. Greet and direct members and guests to meeting place.  

4. Sign in members and guests. 

5. Ask members if they are receiving communication via email.  If not, check for their name on the membership listing and make a note for the Vice President of Membership to follow up.  

Membership Directory 

As a service to members, a membership directory is published semi-annually.  The Membership Directory contains the following information:  

1. An alphabetical listing of each member including name, title, organization, email address, postal address, phone number, chapter office/position and area of expertise for each. 

2. Membership status (National, Local, or both).  

3. A listing of the organizations represented by Chapter members. 

4. Chapter mailing address and telephone number.  

Circulation - The Membership Directory is sent to all members in good standing (i.e., dues are current) at the beginning of the calendar year.  New members receive a directory as part of their New Member packet.  FM-ASTD will not sell its membership directory.

Programming 

The Chapter is dedicated to offering quality professional development programs and services to its members and others involved in the Training & Development profession.  To that end, the Chapter offers issue-focused monthly programming, ongoing special interest programming, and other programming as desired or supported by the membership.  

The programming year is the 12 consecutive months beginning each March.

Program Committee 

Committee Meetings—It is important for the Programs Committee to meet several times throughout the year to plan its activities. Following are suggested agendas for these meetings.  

1. January Meeting:  

· Committee brainstorm topics/formats for monthly programs.  Speakers' names are mentioned and recorded.  Topics suggested by members via Chapter-wide customer surveys should be included.  

· Committee members select months when they will be the meeting coordinator.  All coordinators will be assigned by the end of February.  It is recommended that at least two members be assigned to each program.  

· Ideas for other Professional Development efforts are discussed.  Such efforts might include conducting needs assessments, developing and distributing packages of training materials, publishing special newsletter articles or publications devoted to important T&D issues, providing position referral services, and sponsoring special programs featuring nationally-known speakers.  

2. February Meeting:  

· From the list of topics created in January, the committee decides on the topics from the programming year.  

· The committee contributes suggestions and consults with the board for speaker recommendations.  Speakers are selected on the basis of their expertise, presentation skills, and cost.  Committee members contact the suggested speakers according to assignments made.  After a speaker agrees to present a confirmation is sent confirming the date, time, and topic of the presentation. 

· The committee reviews the dates and times of the last year's meetings.  

· The committee should investigate possible meeting sites for the next year. It is recommended that one committee member take on the responsibility to be the contact person for working out details with the meeting facility and planning the meals or refreshments.  

Calendar Distribution 

It is important to have a complete or nearly complete calendar set by _____.  Calendars should be handed out at the ______ board meeting. 
Monthly Programming 

The program year includes ten monthly programs from March of the current board year through February of the following year. In addition to a feature speaker, each monthly program provides time for formal and informal networking among participants.  

Duties of Meeting Coordinators 

1. Prior to the meeting

· Select meal or refreshment menu 

· Send program descriptions, speaker bio information, and speaker's black and white photo to VP Communications ____ weeks preceding the program 

· Get handouts for speaker copied 

· Get evaluations copied 

· Check with speaker on AV needs 

· Make arrangements to secure AV equipment. 

· Make arrangements for 2 from the Membership Committee to work the registration table. 

· Assign someone to take photos at the meeting.  It is recommended that one person be assigned to take pictures for all meetings 

2. During the meeting:  
· Introduce speaker 

· Lead a structured networking activity 

· Ask new members and members with guests to identify themselves and welcome them to the Chapter 

· Distribute and collect evaluation forms 

· Record number of people in attendance.  Save the registration roster and forward to VP of Membership 

· Save a set of the handouts 

3. After the meeting:  

· Summarize the evaluations and submit them to the VP of Programming

· Send the speaker a summary of the original evaluations and a thank you letter 

· Submit a record of actual revenue and expenses to the VP of Finance 

· Submit a short article summarizing the meeting content to VP of Communication. 

Program Registration 

1. The monthly program is $20 for nonmembers. Fees may vary based on the program being a fundraiser.  

2. Registration receipts are issued.  

3. A member may bring a guest to one meeting free of charge. 

Program Evaluation

The audience is asked to complete an evaluation at the close of each program.  This information is used to determine how well the Chapter is meeting the professional development needs of its members.  

The Vice President of Programs keeps program records— file of program flyers, attendance figures, and program handouts.  This information is used for future program planning and as documentation for the Annual Report.
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